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GENERAL RECORDS RETENTION SCHEDULE

& DESTRUCTION AUTHORIZATION DISPOSITION SUTHORITY NUMEER
b REFERENCE: RCW 40.14.070 & WAC 414-24-050 ' PAGE 1 OF 3 PAGES
- P ' | SD-26 :
SCHEDULE TITLE SCHEDULE APPLICABLE YO EFFECTIVE DATE
STUDENT RECORDS SCHOOL DISTRICTS
Jan. 1, 1986
lLEDM RECORDS SERIES TITLE & DESCRIFTION :D:]i: PRIMARY COPY ReTeNTY PEHIODBECONDAnYcoplES c:‘lF\‘."E? M;IIE;?. DISPOSITION/REMARKS
STUDENT RECORDS DEF1NED
All personal |y Tdentiflable information
directly related to a student regardless
of nature or Jocation. Student records
are normally dlvided Tnto the following
records serles,
1 STUDENT PERMANENT RECORD OPR | Parmanent or until None * SUGGESTED PROCEDURES:
{Also known as GRADE TRANSCRIPT) microflimed & verifled *] Microfilm
Shows date of admlssion fo the school a Thls records serlfes may be
system and date ofigraduatiSn or exfent retalned permanently on
of progress befere withdrawal. ldentifles microfflm In |Teu of hard
student by legal nam@y,date of birth, COPYs
address and names of parents or guardlans. b Microf fiming must be done
May Tnciude one cardgfor eachpalementary, In_accord with standards
middle and high schoal. . Issued by the State Arch-
Ives and be approved by
the State Auditorts Offlce
as per RCW 40,20.020.

c Counselort's reports, com—
ments and other Informa-
tlon subject to deietlon
under the provislons of
the Famliy Educatlon
RIghts and Privacy Act
should not be mlcrofltmed,
but should be destroyed
according to the retention
porfods listed for Items 2
and 3 below.

(Reference Public Laws of
1975 §20 USC-1232g, 45 CFR
Part 99}
FOR THE ATFORNEY GENERAL FOR THE STATE AUDITOR ] FOR THE STATE,ARCHIVIST
Mharjoue Bdehan sl St/ B, 0
L WWANF - #

$5A-44 VT D-348
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el GENERAL RECORDS RETENTION SCHEDULE
& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414-24-C50

DISPOSITION AUTHORITY NUMBER

SD-26

PAGE 2 oF 3

PAGES

SCHEDULE TITLE

STUDENT RECORDS

SCHEDULE APPLICABLE TQ

SCHOOL DISTRICTS

EFFECTIVE DATE

Jan. 1, 198§

TEM RECORDS SERAIES TITLE & DESCRIPTION El:l:: pepp Y e P ———— chiver| Py DISPOSITION/REMARKS
STUDENT PERMANENT RECCRD (con't.) 2 This records serles may
aiso be abstratted from
documents In the Student
Cumulative Record (ltem 2).
2 STUDENT CUMULATIVE RECORD OFM | 2 years atter date of None SUGGESTED PRCCEDIRE:
(Also known as STUDENT FiLE FOLDER) { graduation or withdrawal At end of retention perlod
Contalns information collected on each from hlgh schooi dastroy all §tem$ except
student in addition to the Permanent or Student Permanent Record.
Record or Transcript. 2 ysars atter withdrawal
(or no show) from ele-
mentary, middle or
Jun for_high
or
until requast by parent *Referencea Publlc Laws of
or student over age 18 1975 #20 UsC-1232g, 45 CFR,
to delete as per %he Part _99.
Famlly Educatlonal
Rights and Privacy Act,
3 CONFIDENT)AL REPORTS CFM | 2 years after date of | year Reference: WAC 392-171-621
(Also known as STANDARD REPCRTS, graduation or wilthdrawal
GUIDANGE REPORTS or SUFPPLEMENTARY REPORTS) from high schooi
Includas subjectlve reports and ancedotal or
information from outside agencles and ‘ 2 years after withdrawal
Indivlduals. Access Is raestricted to (or no show} from ele-
parents, guardians or the studants them— mentary, middle or junlor
selves (18 or older), high
or
untll request by parent
or student (18 or older)
tc delete as per the
FamTiy Educational RIights
and Privacy Act.

FOR THE ATTORNEY GENERAL

"MWMCP\MM

FOR THE STATE AUDITOR

FOR THE STATERARCHIVIST

§SA-44

—

.-:Q sy ?%Wv

D-346



Ly-H

vl
ehithd

GENERAL RECORDS RETENTION SCHEDULE
& DESTRUCTION AUTHORIZATION

DISFOSITION AUTHORITY NUMBER

PAGE 3 oF 3 PAGES

Munpina REFERENCE: RCW 40.14.070 & WAC 414-24-050
C . 5D-26
SCHEDULE TITLE SCHEDULE APPLICABLE To EFFECTIVE DATE
STUCENT RECORDS SCHOOL DISTRICTS
Jan. 1, 1986
OFR RETENTION PERIOD
ITEM AR | MICRO- DISPOSITION/REMARKS
NO. RECQRDS SERIES TITLE & DESCRIPTION &1‘ CRIMARY COPY SECONDARY COPIES CHIVE?] FILM?
4 SPECIAL, HANDICAPPED & GIFTED STUDENT FM | 2 years affer graduation None SUGCEST ) PROCEDIRE :
PROGRAM FILES or withdrawal These records shouid be
Used to assess student placement and or soparated from the regular
progress In speclal programs, Includes 2 years after student Student Cumuiative File as per
reports and observat ions regarding turns 21 the limited access provisions
learning and behavior problems. of the Family Education Rights
and Privacy Act.
5 AUTHORIZATION FOR RELEASE OF STUDENT OPR | 3 years fNone

RECORDS

j

FOR THE ATTORNEY GENERAL

FOR THE STATE AUDITOR

FOR THE STATE ARCHVIST
ﬁ/“ ;% : .
4
" ” g‘ u-W{/

SSA-44

7 D-346
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GENERAL RECORDS RETENTION SCHEDULE
& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414-24-050

DISPOSITION AUTHORITY NUMBER

PAGE 1 oF 1

. PAGES
S 4 sSD=27
ECHEDULE THLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
TEACHING RECURDS SCHOOL DISTRICTS
Jan. 1, 198§
we OFR RETENTION PERIGD A o :
ey RECORDS SERIES TITLE & DESCRIPTION an PP P —— chirger | MacRO msposnrmu./nsmnxs
i GRALE BOOKS
a, Elementary OFMY 2 years None
b. Secondary OFM! 3 years Hone
2 LESSON PLAN BOOKS OFM| 1 year None
3 PARENTS/GUARDIANS FIELD TRIP OF M 1 school year Nona
AUTHOREZATION
FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR % FOR THE STATE ARCHIAST
S5A-44 i | D-340
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GENERAL RECORDS RETENTION SCHEDULE :
& DESTRUCTION AUTHORIZATION (SPOSTTION AUTHORIIY suMBER
REFERENCE: RCW 40.14.070 & WAC 414-24-060 o8 PAGE 1 oF 1 PAGES
SD-
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
TRAFFIC SAFETY SCHOOL DISTRICTS
Jan. 1, 1986
RETENTION Fefi0D
ITEM RECORDS SEAIES TITLE & DEECRIFTION :;,:IE‘. b i DISPOSITION/REIMARKS
1 APPLICATION FOR PROGRAM APPROVAL OFM 1 year after acceptance None
2 STUDENT PARTICIPATION LISTS QFR 6 years 1 year
Students completing course, completing
course recelving falling grades, and
students ot ficial ly wlthdrawn or
Transferred
3 STUDENT TRAFFIC SAFETY CERTIF ICATES OFM Until student reaches None
18 years of age
4 WASH INGTON STATE UNIFORM ACCIDENT REPORTS M 3 years 1\ yeas
5 APPLICATION FOR TRAFFIC SARETY EDUCATION OFM ntil after term as None
CERTIF ICAT JON/TEACHER'S AFFIDAVIT £OR traffic safety
CERTIFICATION TO BE A TRAFF IC SAFETY Instructor
INSTRUCTOR
& STUDENT PERMISSION STATEMENT OFM 1 year None
FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR FOR THE STATE ARCHIVISY
ngnjerie Boch : /@m Wery.
44 { “ D346
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GENERAL RECORDS RETENTION SCHEDULE
£y k & DESTRUCTION AUTHORIZATION

REFERENCE: RCW 40.14.070 8. WAC 414-24-050 SD-29 PAGE 1

DISPOSITION AUTHORITY NUMBER

OF 2 PAGES

0s-4d

SCHEDULE TITLE

TRANSPORTATION SERYICES

SCHEDMILE AFPLICABLE TO

SCHOOL DISTRICTS

EFFECTIVE DATE

Jan. 1, 1986

{TEM
NO.

OPR

RETENTION PERIOD

RECORDS SERIES TITLE & DESCRIPYION OR DISPOSITION/REMARKS
OFEM PRIMARY GOPY SECONDARY COPIES

1 GAS, OIL AND DEJSEL REPORTS FOR OFM | Unt 1l comp let fon of None
BUSES AND OTHER VEHICLES State Auditor!s
SPI reports prepared from this data. axaminat ion report,
May llst vehlicie number, amount of
fuel pumped, odometer readings,

2 BUS CONDITION CHECKLEST OFM | | ysar Unt 1§ completlon of
Daily svafuation of bus by drivers, work

3 BUS GARAGE WORK ORDERS OFM | Unt 1l completion of 1 year
Prepared by garage_or.shop parsonnel. State Auditor!s
Shows descrlption of work, time, examinat lon repert
parfs, employes parforming work.

4 NOTICE OF IMPROPER, CONDUCT OFM1 1 year None
{on tha bus}
May show bus reute, time of Incident,
nature of Incldant, student(s) nama(s).

5 BUS TRIP AUTHORIZATION OFM | Unt 11 complet lon of V year
May show school, nature of trip, date, State Auvditoris
destinatlon, mlles, number of pupils, axaminat ion raport
suparvisar, departure and +imes.,

& BUS TRIP TICKET LOGS OFM | Untll compiatlon of None '

Same data as above.

State Auditor's
examination report

FOA THE ATTORNEY GENERAL

g Behae,

FOR THE STATE AUDITOR

Mo St

SSA-44




16-4

&

GENERAL RECORDS RETENTION SCHEDULE
8 DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414-24-050

DISPFOSITION AUTHORITY NUMBER

5D-29

PAGE 2 OF 2 PAGES

SCHEDULE TITLE

TRANSPORTATION SERVICES

SCHEDULE APPLICAHLE TQ

SCHOOL DISTRICTS

EFFECTIVE DATE

vehicle

Jan. 1, 1986
oPR RETENTION FERIOD y
Nor AECORDS SERIES YHTLE & DESCRIPTION o A P ———— chver| Ec DISPOSITION/REMARKS
7 BUS SCHEDULE FOR ALL SCHOOLS OFM| 3 years Unt il revised Potentlal exhlibit 1n any pos—
Shows route, stops and time for each slble Iltigation Inciudlng
bus. Inciudes state approved route map, accldents.
8 BUS OPERATIONS DAILY LOG OFM| UnTil compietlon of None
May show bus route, time trip began and ‘ State Audltoris
ended, number of puplis carried, drivers examination report
signature.
9 ACCIDENT REPQRTS OFM| Dlstrlct-3 yesars Washington State
Washington State Pairol, WashTngton State Patrolp=nbyyears
Patrol - 6 years (Dlstrlct-3 years}
10 APPLICATION FOR_MEDICAL TRANSPORTATION OFM|| Untll completlon af Nome
For students withymedlcal problems or State Audltor's
physical disabl]Iftles to recelve district examination report
transportatlon services,
1] VERICLE MAINTEWANCE LOG DFM | Until dispositon of None

FOR THE ATTORNEY GENERAL

FOR THE STATE AUDITOR

S5A-44
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ABSENT NOTICE REPORT (Attendance), B-%

LABOR AND INDUSTRIES {(Safety,
Employees), B-4l

ACCIDENT REPORTS {Transportation
Services}, B-51

ACCIDENT REPORTS, EMPLOYEE (Safety,
Employees), 8-41

ACCIDENT REPORT, STUDENT (Safety,
Student), B-43

ACCOUNTS PAYABLE CONTROL (Accounts
Payable), B-3

ACCREDITATION AND EVALUATION REPORTS
(curriculum and Instruction), B=l16

ACCREDITATION CERTIFICATES {Central
Administration/Supesdntendentts
Office), B-11

ADMINISTRATIVE SUBJECT OR WORKING FILES
(Administrative Files/All Fumetional
Units), B-4

AFFIRMATIVE ACTION COMPLIANCE REPORTS
{Administrative Files/All Functional
Units), B-é

ANNUAL FINANCIAL STATUS REPORT {(Federal
Grants and Programs), 8-22

ANNUAL HIGH SCHOOQL REPORT FOR STANDARDS
AND ACCREDITATION (Individual School
Archival Materials), B-29

ANNUAL REPORTS (Administrative Files/
All Functional Units), B«5

ANNUAL REPORTS (Central Administration/
Superintendent 's Office), B-12

ANNUALS. See YEARBOOK

APPLICATION FOR DUPLICATE INSTRUMENT,

AFFIDAVIT AND BOND (Accounts
Payable), B-3

B-52

APPLICATION FOR MEDICAL TRANSPORTATION
{ Transportation Services}, B-51

APPLICATION FOR PROGRAM APPROVAL
(Traffic Safety’, B-49

APPLICATION FOR TRAFFIC SAFETY
EDUCATION CERTIFICATION/TEACHER'S
AFFIDAVIT FOR CERTIFICATION TO BE A
_TRAFFIC SAFETY INSTRUCTOR (Traffic
Safety), B-49

APPROVAL FDR USE OF PRIVATE VEHICLES
FOR SCHOOL TRANSPORTATION {Safety,
Student), B-43

ARCHITECT/CONSULTANT CONTRACT FILES
(Facilities Planning & Construction
Administration), B-19

ARCHITECTURAL AND ENGINEERING DRAWINGS.
See ENGINEERING AND ARCHITECTURAL
DRAWINGS

ATHRETEZTEAM ACHIEVEMENT®RECORDS
{athletics), B-7

ATHLETIC ELIGIBILITY RECORDS
(Athletlics), B-7

ATTENDANCE CARD (Attendance), B-9

AUTHORIZATION FOR DIRECT PAYROLL
DEPOSIT (Payroll/Personnel), B-38

AUTHORIZATION FOR PAYROLL DEDUCTIONS
{Payroll/Personnel), B-37

AUTHORIZATION FOR RELEASE OF STUDENT
RECORDS (Student Records), B-47

BANK STATEMENTS. See BANKING RECQRDS

BANKING RECORDS (Accounting, General),
B-1

BENEFIT DETAIL REPORTS (Payroll/
Personnel), B=37

BIDS, PUBLIC. See PUBLIC BIDS

o,

!s"vl!



BIDS AND FORMAL QUOTES (Purchasing/
warehouse), B-39

BOILER VESSEL REPORTS {Maintenance
Services), B-33

BONDS AND LEVIES. See SCHOOL BOARD
MINUTES, RESOLUTIONS, AGENDA &
NDTICES. See also ADMINISTRATIVE
SUBJECT OR WORKING FILES

BOOK LOSS REPORT (Learning Resource
Centers), B-30

BOUNDARY RECORDS (Central
Administration/Superintendent's
Office), B-12

BUDGET {Administrative Files/All
Functional tnits), B-5

BUDGET (Budget), B-10

BUDGET (Central Administration/
Superintendent's 0Office), B-12

BUDGET OFFICER'S MONTHLY BOARD
REPORT) (Budget) B-10

BUDGET STATUS REPORT-DEPARTMENT/
BUILDING (Budget}, B-10

BUDGET WORK PAPERS AND PRELIMINARY
DRAFTS (Budget), B-10

BUILDING AND SITE DATA (Facilities
Planning & Construction
- Administration), B-18

BUILDING CONSTRUCTION MATCHING FUND
REFORTS, SPI. See SPI BUILDING
CONSTRUCTION MATCHING FUND

BUILDING MAINTENANCE HISTORY FOLDER
See MAINTENANCE HISTORY FOLDER

BUILDING SPECIFICATIONS (Maintenange
Services), B-32

BUILDING SPECIFICATIONS, DRAWINGS,
ADENDA, NOTES & CHANGE ORDERS
(Facilities Planning & Construction
Administration), B-19

B-53

BUILDING USE PERMITS. See
ADMINISTRATIVE SUBJECT OR WORKING
FILES

BULK MAILING PERMIT (Mail Services),
B-31

BUS, IMPROPER CONDUCT. See NOTICE OF

IMPROPER CONDUCT

BUS CONDITION CHECKLIST (Transportation
Services), B-50

BUS GARAGE WORK ORDERS (Transportation
Services), B-50

BUS OPERATIONS DAILY LDG
{ fransportation Services), B-51

BUS SCHEDULE FOR ALL SCHOOQOLS
{ Transportation Services), B-51

BUS TRANSPORTATION FOR MEDICAL REASONS.
See APPLICATION FOR MEDICAL
TRANSPORTATION

BUS _TRIP AUTHORIZATION (Transportatien
Services), B-50

BUS TRIF TICKET LOGS (Transportation
Services), B-50

BYLAWS, ASSOCIATED STUDENT B0ODY AND
STUDENT ORGANIZATIONS (Administrative
Files/All Functional Umits), B-6

CANCELLATION OF AUTHORIZATION FOR
DIRECT PAYROLL DEPOSIT (Payroll/
Personnel), B-38

CANCELLED CHECKS, SEE BANKING RECORDS

CANCELLED WARRANTS {Accounts Payable),
B-3

CANCELLED WARRANTS/CHECKS (Payroll/
Personnel), B-37

CAPITAL IMPROVEMENT PLANNING PROJECT
FILE (Facilities Planning and
Construction Administratioen), B-18



CAPITAL LEVY PLANNING FILES {Facilities
Planning & Construction
Administration), B-18

CASH RECEIPTS TRANSMITTALS-CUUNTY
{ Accounting, General}, B-1

CASH RECEIPTS TRANSMITTALS-INTERNAL
{Accounting, General), B-2

CATALOGS (Non-Record Materials), B-34

CATEGORICAL PROGRAM FILES {Curriculum
and Instruction}, B-15

CATERING REQUESTS (Food Services), B-25

CERTIFICATE OF IMMUNIZATION (Health
Services), B-27

CERTIFICATE OF MAILING {(Mall Services),
B-31

CERTIFICATION OF ELECTION OF SCHOOL
B0ARD CHAIRMEN AND PRESIDENTS
(Central Administration/
Superintendent's Office),; \B-12

CERTIFICATION OF ELECTION OF SCHOOL
DISTRICT DIREETOR {(Central
Administration/Superintendent’'s
Office), B-12

CERTIFICATION OF EMPLOYER AS SELF-
INSURER (Safety, Employees), B-4l

CERTIFIED AND REGISTERED MAIL LOG
(Mail Services), B-3l

CHECK REGISTERS. See BANKING RECORDS

CHILD ABUSE REPORTS (Health Services),
B-28

COACHES FIRST AID CERTIFICATE
{Athletics), B-7

COACHES MANUAl, LEAGUE {(Athletics), B-7

COLLECTIVE BARGAINING AGREEMENT
(Employee Relations), B-17

COMMUNICABLE DISEASE REPCRT (Health
Services), B-27

B-54

COMMUNITY CHALLENGES OF INSTRUCTIONAL
MATERIALS (Curriculum and
instruction), B-15

COMPENSATION QUARTERLY REPORT {(Safety,
Employees), B-&l

COMPUTER SERVICES FEASIBILITY STUDIES
(Computer Services), B-13

CONFIDENTIAL REPORTS (Student Records),
B-46

CONSTITUTION AND BYLAWS, LEAGUE
{Athletics), B-7

CONSTRUCTION LOG (Facilities Planning &
construction Administration), B-19

CONSTRUCTION PROJECT FILES, MAJOR. See
MAJOR CONSTRUCTION PROJECT FILES

CONSTRUCTION PROJECT FILES, MINOR. See
MINOR CONSTRUCTION PROJECT FILES

CONTRACTS, EMPLOYEE. See EMPLOYEE
CONTRACTS

CONTRACTS AND AGREEMEMNTS
{administrative Files/All Functional
Units), B-4

CONTRACTS AND AGREEMENTS (Central Admini-
stration, Superintendent's Office), B-11

COPIES, INFORMATIONAL. See
ELECTROSTATIC, PHOTOCOPY, MAGNETIC,
OR OTHER TYPE OF COPY

COUNTY TREASURER FINANCIAL REPORTS
{Accounting, General), B-l

COURSE ADDITIONS, DELETIONS AND CHANGES
{curriculum and Instruction), B-15

COURSE DESCRIPTION CATALOG {Individual
School Archival Material), B-29

COURT OR LITIGATION CASE FILES
{central Administration/
Superintendent's Office), B-11

COVER LETTERS. See LETTERS OF
TRANSMITTAL




CUMULATIVE RECORD, STUDENT. See
STUDENT CUMULATIVE RECORD

CURRICULUM SUMMARIES AND GUIDES
_(Curriculum and Instruction), B-15

DAILY ATTENDANCE REPORT {Attendance),
B-9

DAILY LUNCH & MILK COUNT REPORT (Food
Services), B-25

DAILY PERIOD ABSENCE REPORT
{Attendance), B-9

DAMAGE AND LOSS CLAIMS (Purchasing/
¥arehouse), B-39

DAY OR READING FILE (Administrative
Files/All Functional Units), B-4

DEBIT/CREDIT CHARGES {(Purchasing/
Warehouse), B-39

DELIVERY REBEIPT-INTERNALy(Purchasing/
Warehouse), B-39

DEMOGRAFPHIC, AND ENROLLMENT PROJECTIONS
(Faellities™Planning and Constfuetion
Administration), B-18

DENTAL TESTS.
REPORTS

See HEALTH SCREENING

DEPOSIT SLIPS. See BANKING RECORDS
DESCRIPTIVE GUIDE (Administrative Files/
All Functional Units), B-6

DESCRIPTIVE GUIDE (Central Administration/
Superintendent's 0ffice), B-12

DETAIL OF DIRECT PAYROLL DEPOSIT
ENROLLEES {Payroll/Personnel), B-38

DIRECT PAYROLL DEPDSIT, AUTHORIZATION
FOR. See AUTHORIZATION FOR DIRECT
PAYROLL DEPOSIT

DIRECT PAYROLL DEPOSIT, CANCELLATION QOF
AUTHORIZATION FOR. See CANCELLATION OF
AUTHORIZATION FOR DIRECT PAYROLL DEPOSIT

DIRECT PAYROLL DEPOSIT HASH SHEET
(Payroll/Personnel), B-38

B-55

DIRECT PAYROLL DEPOSIT PRE-NOTE DATA
(Payroll/Personnel), B-38

DIRECT PAYROLL DEPOSIT TRANSMITTAL

LISTINGS {(Payroll/Personnel}, B-38
DIRECTORY, EMPLOYEE. See EMPLOYEE
DIRECTORY

DISABLED, TRANSPORTATION FOR. See
APPLICATION FOR MEDICAL
TRANSPORTATION

DISCIPLINARY ACTION REPORT
{Administrative Files/All Functional
Units), B-6

DISKS, COMPUTER (Non-Record Materials),
B34

DRAFTS, PRELIMINARY (Non-Rescord
Materials), B-34

EEQ. See EQUAL EMPLOYMENT OPPORTUNITY
INQUIRY

ELECTROSTATIC, PHOTOCOPYS™MAGNETIC, OR
OTHER TYPE OF QOPY (Non-Record
Materials)y"B-34

EMPLOYEE CONTRACTS (Payrpnll/Personnel),
B-35

EMPLOYEE DIRECTORY (Payroll/Personnel},
B-36

EMPLOYEE LEAVE REPORTS.
REPORTS

See LEAVE

EMPLOYEE PAYROLL STATUS {Payroll/
Personnel), B-36

EMPLLOYEE PERSONNEL FILES
(Administrative Files/All Functienal
Units), B-6

EMPLOYEE PERSONNEL FILES (Payroll/
Personnel), B-35

EMPLOYMENT APPLICATION - NON=-HIRED
(Payroll/Personnel), B-35

EMPLOYMENT INTERVIEW EVALUATION FILES
(Payroll/Personnel), B-35



EMPLOYMENT REQUISITION/PERSONNEL
ACTION REQUEST (Payroll/Personnel},
B-35

ENGINEERING AND ARCHITECTURAL DRAWINGS
{Maintenance Services), B8-32

ENROLLMENT AND DEMOGRAPHIC PROJECTIONS.
See DEMOGRAFHIC AND ENROLLMENT
PROJECTIONS

ENROLLMENT REPORTS (Administrative Files/
All Functional Units), B-4

ENVIRONMENTAL IMPACT STATEMENT WORK
FILES (Facilities Planning and
Construction Administration), B-18

ENVIRONMENTAL IMPACT STATEMENTS
(Facilities Planning and Construction
Administration), B-18

EQUAL EMPLOYMENT OPPORTUNITY INQUIRY
FORM {Payroll/Personnel), B-35

EXPENDITURE,, TRANSAC TIQN REPORTS
(Accounting, General}, B=1

FACILITIES PLANg LONG RANGE. | SeenkONG
RANGE FACILITIES PLAN

FACILITY SAFETY HISTQRY RECORDS

(Safety, Facilities and Equipment},
B-42

FEDERAL SURVEY FOR PARENTS LIVING OR
WORKING ON FEDERAL PROPERTY (Fed
Grant and Programs), B-24

FEDERAL WAGE AND TAX STATEMENTS
{Payroll/Personnel}, B-38

FIELD TRIP AUTHORIZATION. See
PARENTS/GUARDIANS FIELD TRIP
AUTHORIZATIONS

FINAL EXPENDITURE REPORT (Federal
Grants and Programs), B-23

FINANCIAL REPORTS (Administrative Files/
All Functional Units), B-5

FINANCIAL REPORTS, COUNTY TREASURER.
See COUNTY TREASURER FINANCIAL REPORTS

B-56

FINANCIAL SUPPORT DOCUMENTS, CONTINUING
GRANTS (Federal Grants and Programs),
B-23

FINANCIAL SUPPORT DOCUMENTS, NON-CONTINUING

GRANTS (Federal Grants and Programs),
B-24

FIRE AND DTHER EMERGENCY DRILLS

(Administrative Files/Bll Functional
units), B-&

fIRE AND OTHER EMERGENCY DRILLS
(safety, Student), B-43

FIRE EXTINGUISHER INSPECTION TAGS
(Maintenance Services), B-33

FIRE INSPECTIONS CONDUCTED BY SCHOOL
DISTRICT (Safety, Facilitles and
Equipment), B-42

FIRST ALD CERTIFICATE, COACHES. See
CDACHES FIRST AID CERTIFICATE

FISCAL, PURCHASE & RECEIVING DOCUMENTS
{Administrative \Files/All Functional
Units), B-5

FIXED ASSETS INVENTORY CHANGE FORMS
{Accounting, General), 8-2

FOOD HANDLER'S PERMIT (Food Services)
B-26

FOOD SERVICE ORDERS (Food Services)
B-2&

FORMS (Non-Record Materials), B-34
FREE DR REDUCED PRICE LUNCH
APPLICATION {Food Services), B-25
GARNISHMENTS (Payroll/Personnel), B-37
GAS, OIL AND DIESEL REPORTS FOR BUSES
AND OTHER VEHICLES (Transportation

Services), B-50

GENERAL LEDGER {Accounting, General),
B-1



GIFTED STUDENT PROGRAM FILES, See
SPECIAL, HANDICAPPED AND GIFTED
STUDENT PROGRAM FILES

GRADE BOOKS {Teaching Records}, B-48

GRADE TRANSCRIPTS.
PERMANENT RECORD

See STUDENT

GRADUATING CLASS HISTORY FILE
{Individual School Archival
Materials), B-29

GRADUATION REQUIREMENTS STATEMENTS
{Curriculum and Instruction), B-15

GRANT AGREEMENT (Federal Grants
and Programs), B-21

GRANT APPLICATIONS (Federal Grants
and Programs), B-20

GRIEVANCES (Employee Relations), B-17

GUIDANCE REPORTS. See CONFIDENTIAL

REPORTS

HANDICAPPED| STUDENT PROGRAM FILES.
See " SPECIAL ', "HANDICAPPED & "GIFTED
STUDENT PROGRAM FILES

HEALTH CARD OR FOLDER, PUPIL. See
PUPIL HEALTH CARD OR FOLDER

HEALTH ROOM REGISTRY (Health Services),
B-27

HEALTH SCREENING REPORTS {Health
Services), B-27

HEARING TESTS.
REPORTS

Seg HEALTH SCREENING

IMMUNIZATION, CERTIFICATE OF. See
CERTIFICATE OF IMMUNIZATION

INSTRUCTIONAL MATERIALS SUBJECT FILES
(curriculum and Instruction), B-15

INSURANCE LIST, STUDENT (Safety,
"~ Student), B-43

B8-57

INSURANCE POLICIES (Central Administration/
Superintendent's 0fflce), B-11

INTRUSION ALARM REPORT (Security), B-44

INVENTORY -fAREHQUSE (Purchasing/
Warehouse), B-40

INVENTORY CHANGES/TRANSFERS-

MATERIALS/EQUIPMENT (Purchasing/
Warehouse), B-40

INVENTORY OF FIXED ASSETS LISTING
(Accounting, General), B-2

INVOICE, DISTRICT {(Accounting,
General), B-1
JOB ANNOUNCEMENTS QR POSTING

(Payroll/Personnel), B-35

JOB DESCRIPTIONS {(Administrative Files/
Al} Functional Units), B8-6

JOB DESCRIPTIONS {Fayroll/Personnel),
8-36 :

JOURNALS (Accounting; General), B-1

LEAVE REPORTS (Payrolil/Personnel), B-36

LEDGER, GENERAL. See GENERAL LEDGER

LEGAL OPINIONS (Administrative Files/
All Functional Units}, B-4

LEGAL OPINIONS {Central Administration/
Superintendent's Office), B-11

LESSON PLAN BOOKS {Teaching Records),
8-48

LETTERS OF TRANSMITTAL (Non-Record
Materials), B-34

LISTINGS QF OTHER PAYROLL DEDUCTIONS
(Payroll/Personnel), B-37

LONG RANGE FACILITIES PLAN (Facilities
Planning and Construction
Administration), B-18



LUNCH & MILK COUNT REPORT, DAILY. See
DAILY LUNCH & MILK COUNT REPORT

MAINTENANCE HISTORY FQOLDER {(Maintenance
Services), B-32

MAJOR CONSTRUCTION PROJECT FILES
(Facilities Planning and Construction
Administration), B-19

MEAL TICKET LOG (food Services), B-25

MEAL TICKETS (Food Services), B-25

MEDICAL INSURANCE LISTINGS (Payrcll/
Persannel), B-37

MEDICATION ADMINISTRATION CASE FILES
(Health Services), B27

MESSAGES {Non-Record Materials), B-34

MINOR CONSTRUCTION PROJECT FILES
{(Facilities Planning and Construction
Administration) s B3

MINUTESy, ASSDCIATED STUDYBODY AND
STUDENT ORGANIZATIONS (Administrative
Files/All Fungtional Units), B=6

MINUTES, LEAGUE (Athletics), B-7

MINUTES 0OF THE MEETING, SAFETY
COMMITTEE (Safety, Facilities and
Equipment), B-42

MONTHLY TIME CARDS/SHEETS/REPORTS
(Payroll/Personnel), B-36

NEGOTIATIONS WORKING FILE (Employee
Relations), B-17

NOTICE OF IMPROPER CONDUCT
(Transportation Services), 8-50

NOTICES/MEMORANDA (Non-Record
Materials), B-34

NOTIFICATION OF PENALTY ASSESSMENT

(Safety, Facilities and Eguipment),
B-42

B-58

OCCUPATIONAL INJURIES AND ILLNESSES,
UJ.5. BUREAU DOF LABOR STATISTICS LOG
AND SUMMARY (Safety, Employees), B-4l

OPERATING MANUALS (Maintenance
Services), B-32

OPERATING PERMITS (Maintenance
Services), B-33

OPERATIONAL DATA (Computer Services),
B-13

PARENTS/GUARDIANS FIELD TRIP
AUTHORIZATIONS (Teaching Records),
8-48

PAYROLL COMPUTER PRELIMINARY
OUTPUT (Payroll/Personnel}, B-37

PAYROLL DEDUCTION LISTINGS. See MEDICAL
INSURANCE LISTINGS. See also LISTINGS
OF OTHER PAYROLL DEDUCTIONS

PAYROLLyBEDUGTIONS, AUTHORIZATIONLFOR.
See AUTHORIZATION FOR PAYROLL
DEDUCTIONS

PAYROLLE=REFPORTSH( Admindstrat i venFites/
All Functional tnits), B-5

PAYROLL WARRANT REGISTER {Payroll/
Personnel), B-37

PERMANENT RECORD, STUDENT. See STUDENT
PERMANENT RECORD

PERMIT, BULK MAILING. See BULK MAILING
PERMIT

PERMIT, FOOD HANDLERS. See FOOD
HANDLERS PERMIT

PERMIT, KITCHEN. See SITE HEALTH PERMIT

PERSONNEL ACTIOM REQUISITIGN. See
EMPLOYMENT REQUISITION/PERSONNEL
ACTION REQUEST

PHOTOGRAPHS, NEGATIVES & BIOGRAPHICAL
SKETCHES (Central Administration/
Superintendent's Office), B-12



POLICY & PROCEDURE DIRECTIVES
{Administrative Files/All Functional
Units), B-4

POLICY AND PROCEDURE DIRECTIVES
(Central Administration/
Ssuperintendent's Office), B-11l

POLICY AND PROCEDURES, LEAGUE
{Athletics), B-7

POST IMPLEMENTATION REVIEWS (Computer
Services), B-14

POSTASBE EXPENDITURE REPORT (Mail
Services), B=31

POSTAGE METER LOG {(Mail Services), B-31

POSTAGE METER LICENSE (Mall Services),
B-31

PRESS RELEASES (Central Administration/
Superintendent's Office), B-11

PRICE CHECKS AND INFORMAL QUOTES
{Purchasing/Warehouse), B=39

PROFESSIONAL CREDIT COMMITTEE FILE
{Payroll/Personnel), B-35

FROGRAM AND IMPLEMENTATION DATA
{Computer Services), B-13

PROJECT REPORTS (Federal Grants and
Programs), B-21

PUBLIC BIDS (Facilities Planning and
Construction Administration), 8-18

PUBLICATIONS {Non-Records Materials),
B=34

PUBLICATIONS MASTER FILE (Central
Administration/Superintendent’'s
office), B-12

PUPIL HEALTH CARD OR FOLDER {Health
Services), B-28

PURCHASE ORDER WITHDRAWAL/CANCELLATION/

CHANGE. See WITHDRAWAL/CANCELLATION/
CHANGE PURCHASE ORDER

B-59

PURCHASE ORDERS AND/OR PURCHASE
REQUISITIONS (Accounts Payable), B-3

PURCHASE ORDERS AND/OR PURCHASE
REQUISITIONS (Purchasing/Warehouse),
B-39

QUOTES. See BIDS AND FORMAL QUOTES

RECEIPTS (Accounting, Gemeral), B-1

RECEIPTS FOR GOODS AND SERVICES (Mail
Services), B«31

REFERENCE & INFORMATIONAL MATERIALS
RECEIVED FROM SAFETY AGENCIES
{Safety, Facilities and Fgquipment),
B-42

REGISTRATION FORMS (Athletics), B-8

RENTALS. See INVOQICES, RECEIPTS

REPORT OF EVALUATION _OF ACCREDITATION
(Individual Scheol|Archival Materials),
B-29

REPRODUCTION MASTERS (Non-Record
Materials), B-34

REQUISITIONS {(Purchasing/Warehaouse),
B=39

RESEARCH REFPORTS, SURVEYS AND STUDIES
{Administrative Files/All Functional
Units), B-4

RESOURCE ENTER SHELF LIST/INVENTORIES
AND TEXTBDOK SHELFLIST (Learning
Resource Centers), B-30

ROUTING SLIPS (Non-Record Materials),
B=34

SAFETY INSPECTION, STATE NOTICE &
CITATION (Safety, Facilities and
Equipment}, B-42

SAFETY INSPECTION PENALITY ASSESSMENT.
See NOTIFICATION OF PENALTY
ASSESSMENT




SCHEDULES (Athletics), B-7

SCHOCL BOARD AGENDA {Central
Administration/Superintendent's
office), B-11

SCHOOL BOARD CORRESPONDENCE {Central
Administration/Superintendent's
of fice), B-11

SCHOOL BOARD MEETING NOTICES (Central

Administration/ Superintendent's
Office), B-1l1

SCHOOL BOARD MINUTES & RESOLUTIDNS
{Central Administration/
Superintendent's 0ffice), B-1l

SCHOOL BOARD MINUTES RESOLUTIONS,
AGENDA & NOTICES (Administrative
Files/All Functional units), B-4

SCHOOL BOARD RESOLUTION REGARDING BOND
ISSUE (Facilities Planning and
Construction Administration), B-18

SCHOOL BULLETINS AND NEWSPARPERS
{ Indiwidual School Archival
Materials), B-29

SCHOOL CALENDARS (Administrative Files/
All Functional Units), B-4

SCHOOL CALENDARS {(Central Administration/
Superintendent's Office}, B-11

SCHOOL HISTORY MATERIAL {Individual
School Archival Materials), B-29

SCHOOL PROTESTS OF GAMES (Athletics), B-7

SCOLIOSIS TEST.
REPORTS

See HEALTH SCREENING

SCOREBOOK, SCORESHEETS (Athletics), B-8
SECURITY ANNUAL REPORT {Security), B-44
SECURITY PATROL LOG (Security), B-44
SELF-INSURER CERTIFICATION. See

CERTIFICATION OF EMPLOYER AS SELF-
INSURER

B-60

SENDER'S STATEMENT AND CERTIFICATION
OF BULK MAILING (Mail Services), B-31

SHORTHAND NDTES {Non-Record Materials),
B-34
SITE DATA. See BUILDING AND SITE DATA

SITE HEALTH PERMIT {Food Services),
B-26

SMALL WORKS ARCHITECT/CONSULTANT ROSTER
FOR CONTRACTS {(Facilities Planning
and Construction Administration), B-19

SPECIAL, HANDICAPPED & GIFTED STUDENT
PROGRAM FILES (Student Records), B-47

SPECIAL STUDENT PROGRAM FILES. See
SPECIAL, HANDICAPPED & GIFTED STUDENT
PROGRAM FILES

SPI BUILDING CONSTRUCTION MATCHING FUND
(Facilities Planning & Construction
Administration), B-18

SPI BULLETINS/MEMORANDA (Administrative
Files/nll Functional™nits), B-4

SPITSTATE REPORTS. See"STATE'REFORTS FOR
THE OFFICE QF SUPERINTENDENT OF
PUBLIC INSTRUCTION

STANDARD REPORTS.
REPORTS

See CONFIDENTIAL

STATE AUDITOR'S REPORT {Accounting,
General), B-1

STATE REPORTS FRCOM THE OFFICE OF
SUPERINTENDENT OF PUBLIC INSTRUCTION
(Administrative Flles/All Functional
Units), B-6

STATE RETIREMENT SYSTEM FORMS (Payroll/
Personnel), B-38

STATEMENT FOR RESITUTION {Security),
B-44

STATEMENTS OF GRADUATION REQUIREMENTS
(Individual School Archival
Materials), B-29



STATISTICS (Federal Grants and
and Programs), B-24

STENOTYPE TAPES (Non-Record
Materials}, B-34

STOCK CONTROL RECORDS (Food Services),
B-26

STOCK INVENTORY REPORT SUMMARY (Food
Services), B-26

STUDENT CONFIDENTIAL REPORTS. See
CONFIDENTIAL REPORTS

STUDENT CUMULATIVE RECORD (Student
Records), B-46

STUDENT FILE FOLDER.
CUMULATIVE RECORD

See STUDENT

STUDENT HANDBOOK (Individual School
Archival Materials), B-29

STUDENT LEARNING OBJECTIVES PROGRAM
FILES (curriculum and Instruction),
B-15

STUDENT PARTICIPATION LISTS (Traffic
Safety), B=49

STUDENT PERMANENT RECORD (Student
Records), B-45

STUDENT PERMISSION SLIP (Traffic
Safety), B-49

STUDENT RECORDS, RELEASE OF. See
AUTHORIZATION FOR RELEASE OF
STUDENT RECORDS

STUDENT TESTING -~ AUTOMATED BACKUP
DATA (Currticulum and Instruction),
B-16

STUDENT TESTING - AUTOMATED PROGRAM
SOFTWARE AND SYSTEM DOCUMENTATION
{(Curriculum and Instruction), B-18

STUDENT TESTING - GROUP REFPORTS
{curriculum and Instruction), B-16

STUDENT TESTING - INDIVIDUAL STUDENT
REPORT (Curriculum and Instruction),
B.1ls

B-61

STUDENT TESTING - PRIMARY RECORD
{(curriculum and Instruction), B-lé

STUDENT TRAFFIC SAFETY CERTIFICATES
{Traffic Safety), B-49

STUDIES. See RESEARCH REPOA
AND STUDIES

SUPPLEMENTARY REPORTS.
REPORTS

SURPLUS COPIES AND FAULTY OQUTPUT
(Computer Services), B-l#4

SURPLUS PROPERTY (Administrative Filas/
All Functional Units), B-6

SURVEYS. See RESEARCH REPORTS, SURVEYS
AND STUDIES

SYSTEM AND SOFTWARE BACKUP DATA
(Computer Services), B.l4

SYSTEM DESIGN DOCUMENTATION {Computer
Services), B-13

SYSTEM MAINTENANCE DGCUMENTATION (Campute:r

Services), B-13

TEACHER SUBSTITUTE REPORT (Payroll/
Personnel), B-38

TEAM ROSTERS (Athleties), B=7

See STUDENT TESTING

TESTING.

TIME CARDS/SHEETS/REPQRTS.
TIME CARDS/SHEETS/REPORTS

See MONTHLY

TRAFFIC SAFETY PROGRAM APPROVAL. See
APPLICATION FOR PROGRAM APPROVAL

TRAFFIC SAFETY STUDENT PARTICIPATION.
See STUDENT PARTICIPATION LISTS

TRANSCRIPT, STUDENT. See STUDENT

PERMANENT RECORD

TRIAL BALANCES (Accounting, General),
B-1

U.P.S. REGISTER (Mail Services), B-31

See CONFIDENTIAL

)



VANDALISM, CRIMINAL CASE REPORTS
(Security), B-44

VANDALISM, RESTITUTION. See STATEMENT
FOR RESTITUTION

VEHICLE MAINTENANCE LOG {Transpartation
Services), B-51

VISION TESTS. See HEALTH SCREENING
REPORTS

VOUCHERS (Accounts Payable), B-3
VOUCHERS (Federal Grants and Programs),
B-.22

WARRANT, CHECK OR VOUCHER REGISTERS
(Federal Grants and Programs), B-22

WARRANT REGISTER (Accounts Payable),
B-3

WARRANT REGISTER, PAYROLL. See PAYROLL
WARRANT REGISTER

WARRANTZES (Central AdmimiStration’
Superintendent's Dffice}, B-ll

WARRANTS/CHECKS (Federal Grants and
Programs), B-22

WASHINGTON STATE UNIFORM ACCIDENT
REPORTS (Traffic Safety), B-49

WITHDRAWAL/CANCELLATION/CHANGE PURCHASE
ORDER (Purchasing/Warshouse), 8-39

WORK ORDER (Maintenance Services), B-32
WORK ORDERS (Administrative Files/

A1l Functiomal Units), B-5

YEAR BOOK (Individual School Archival
Materials), 8-29

B-62
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